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HMAGEHSHr STAFF CCHHaiXB REGARDI8G 
PR0PGF..D HANDBOOK "PROOFS ISC OUT PROCEDURES* 1 


25X1 


2, The proposed handbook shifts responsibility for process- 
ing ®«t separating employees from the Office of Personnel to 
employing components. This is contrary to the Management Staff 
recommendation, concurred In fey Personnel and approved fey the DD/fe. 
^hiring the course of the survey, the Office of Personnel was moat 
emphatic in Insisting that Office of Personnel should be the local 
point for processing, jwt the operating offices* An p loying 
component should be responsible Only for insuring that ita internal 
relationships with the separating employee are concluded. 

3* The proposed handbook defines '’property* as ineluding 
equipment, documents, publications and advances of funds. Thie is 
a confusing definition of property | moreover, this definition does 
not cover other relationships or obligations which mast be con- 
cluded fey the separating employee, such os cover arrangements. 

it. The title of the proposed handbook - "Processing Out Pro- 
cedures' 3 - ia not descriptive of the objective. Suggest "Pro- 
cedures for Processing Separating Agency Employees* • 

5 * Paragraph 1 of the proposed handbook states that the hand- 
book applies to "departing agency personnel*. This is confusing} 
"departing agency personnel" could mean employees going on leave 
or EST, and such application is not intended/ 

6m Paragraph 1 refers to accountability fsr Oovawaent-owned 
property In the custody of departing personnel. Ibis should be 
revised' to include accountability for, or settlement of, all Obli- 
gations to and official relationships with CXA. It should, for 
example, include obligations fey the Agency to separating employees. 
%ars have been awry cases of this type. 

7. Paragraph 2 fails to extend the handbook to employees 
going on PCS. Such coverage was recommended in the Management Staff 
study. 
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ft. Paragraph 3# definition of "property* . See paragraph 3 
shove. 

ft. Paragraph J of the prepec*** handbook ref ore to Oevarnwmt 
fund# which kn been advanced to m enpldjroy and not account* 
for. Hila should also Induce other funds for which ths naplcyee 
iMf hm to uoount { nush do overpayments la salary, per dien, 
travel ex pcns ea, -to.) «e well as oblige tions by Cli to the sapsrat/* 
lag employee. 

10. Paragraph 3 refora to Fora 21, Pinal faymant Clearaaoe- 
Sheet, bat dees sot describe use of the fora, f-ugg«»t that a sam- 
ple Ubii, prepared in accordance with the Funag annct Staff's noaw- 
■msfatlont, bo Included as an attachment to the proposed handbook. 

U. Paragraph ha assigns responsibility for processing oat pro- 
cedures to the employing component. The Office of Personnel should 
bo tiio local point for mud} proessalttg. See paragraph 2 above* 

•uggcct that tho t cm "operating official 1 * he substituted for ’ com- 
poBamtf or "mglcying ©opponent*, since a " co m po nent" util include 
a etfo*divisioa of a major Agency component, and It was not intended 
that dagoraoesslng take pine* at, for example, the section or branch 
Israel. 

If. Paragraph fch of the proposed handbook states that the 
Office of tin Controller is responsible for effecting final settle- 
mot of th separating employee** obligations* this Is not tnraj 
the Comptroller has nothing to do with conclusion of cover arrange- 
na ms or return or oisssifasoo etooenents. 

3J. Paragraph ho atates that "other Agvnqy component*, referred 
to herein as offices of reword, ara responsible for issuing clsar- 
aasee...** this s!*ouJ4 be sort speetflej "offioas of record" (tuoh 
as logistics, Flood division, etc.) should be named. The statement 
suggests that all "other Agency components* are offices of record, 
mA this Is not bam a. 

Hi* foe Ranageneart staff raoeasmmdad (reoonanmdation 6a £p) 
that the sapligriag coaponost "notiljr Pars nnsl, Finance, fiscal. 
Logistics, and Security imMiatcfty, tgr tolephons, of an anticipated 
separation or I*»F, «h«u it is appanmt that normal written docts- 
nmtation or notice will not reach those offices at least two tmfcs 
in advance of the separation or XWft*. So provision is made in the 
pr o p one d handbook for this resowst adntlon, which vats concurred in by 
tho Office of Per*MhiiiL«nd approved by the Vt/t . 

3ft. Paragraph fta of the proposed handbook makes no provision for 
the employing office to oortity to the clearance of the uepare ing 
employee ott the Foma 21, Pinal fqmmX Clearance ' heet, This pro- 
viiioa was reeomaundod by tho >!&nag<ae»ntl taff (rccosaaendation 6a /)? )• 

Approved For Release 2002/08/22 : C^g^l^l-00274A0002001 50002-8 


Approved For Release 2002/08/22 0©tmtep61-00274A0002001 50002-8 


r j? ? tfeat cl**rnxsa*a with Personnel, 

feoeoritr* had the tcacptroIW moat be obtained lay the - rW tT 

SSPfS?!.-.? 11 " *5 r€VlBvd *•«*»!*• pereonal clearer** 

^ * eonrlly, Pj noose and FI seal biviaiotw, as racca- 

% SaMgwat ^talT (neoswaditioa 6a /It/), 

. if* **• S* 8 ?®**? h *“ S » >ck *»* provide that the deproeess- 
lag will b« o o s p le t od, whensvar possible, on the day before final 

tlSTS 1 ^) *** r **** ,8 * , * d ^ Hanagaasent Staff (— tnmwwln 

18 L-. P * r *® riffa 7 ® * Utw 1ikat whtn as separatee ov^r- 

«■!**«* *in obtain fro* Central 
if M assing Branhh the elcaransaa sbtiinal w during the processing 

tT**** for hts ^ *»8lgaK»t ov!r- 
eear* • nowever, the Hand bock dees set require am denzneesaliu rar 

r™* r 61 ^ *** p*™#^ 7 shew). A^in B 

■sefe were eue® dcproeesslng; prior te ev®r®e* s departure. ♦*»« 

7S7 ,? * **y*f^f‘*° *** ‘* v * *«m >» a. tSTSTS^K-.Md 
*r??» * •*“ «* »>• ’*U4. i «n 

? **** **** b-a«qu*rt*ni should t» made anew when the aspirate 
•epsrste# overseer-, hawavar, no provision is node in this paragraph 
fer<a*ar«a«e at heedqnartora for the employ v,« w*s never^S*- 

* t , h « d Waters, even though be my hev« incurred 
hea dquar ters oblige lions while cm ffl|. 

p rOTi <rit< ? 0 .f* *** Pf^®Sfcd handbook for /eaag e~ 

....ff r«6ar«jig outstanding obligations or uasstilsd 

sissssr^* * ,a u *• 
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